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A TALK TO STUDENTS OF SHORTHAND 


The Romans used a system of shorthand. Tiro, a 
liberated slave of Cicero, reported the speeches of his 
former master, using symbols that became known as 
Notae Tironienses. Through the ages, in many languages, 
several thousands of different systems have appeared. 


Russell Shorthand is a syllabic system of speed 
writing, of the Duployd group, with no compulsory line 
position. As soon as you have learned the shorthand 
alphabet you can write by sound any syllable. If you 
can write any syllable, you can write any word. 


The complete theory is covered in seven fascinating 
lessons and represents the ABC of shorthand requirements: 
Accuracy, Brevity, Clarity. The motto of Russell writers 
is: No sooner said than down. The theory may be learned 
in from ten to twenty days and, during a school tern, 
day or evening, students have much more time for speed 
practice and for the transcription of shorthand notes. 


The system handles technical words with ease and 
may be used in a number of foreign languages. Many 
Canadian bilingual students use it. One of the secretaries 
on the Royal Train, who later became a secretary to the 
Prime Minister, was a Russell writer. 


The author, Harold J. Russell, resides in Toronto, 
is an Honorary Member of the Chartered Shorthand 
Reporters’ Association of Ontario, an Associate of the 
National Shorthand Reporters ' Association of the United 
States, a Member of L'Institut Sténographique of Paris, 
an Associate of the Chartered Institute of Secretaries, 
a Member of the Royal Society of Teachers, and Canadian 
representative of the International Shorthand Review. 
He is a gold medallist and in the shorthand section of 
the public library of the City of New York, his name is 


indexed several times for articles on the history of 
shorthand. 


The pages you are about to study are keyed for self- 
instruction. The system may be learned by mail, or 
privately, as well as in classes. Remember--Speedy 
shorthand writing is simply executing rapidly what we 
know thoroughly how to do. 


On taking a new position, the secretary should keep 
a shorthand vocabulary notebook in which to record and 


to study the words and expressions frequently used in 
the business. 


vB Bef 


LEARNING RUSSELL SHORTHAND 


Learning Russell Shorthand can be fascinating. 
The signs are easy to write; many of them are taken from 
the familiar forms of longhand. Here are some examples: 
e wv ftrom@ a o from @ u VY from -ca 
p /’ from p b / ne 4 m-o~ from ~y72, 
sS from ~ = from A r ~ from 


“e/ 
1 YO tema n /) es y ) from (YW 
th, 


s-1_/ cron At w { from CC” th f from 


n / from 72 $3 / tron / ch C’ from Cte 


Learn the alphabet and the seven rules to speed, 
but hundreds or words may be written just by joining 
the signs for the sounds. 


tab 7 bat L home pe a 
slate a bather fo dated —a—— 
weight 6 hats [a easel 

say ed bales JLo hotel Qe 
manage , join Py, knowledge ID 


Pay particular attention to Rule One, which contains 
tne powerful speed device of adding a following R by 
shading or thickening a stroke slightly. Write light 
strokes very lightly and then normal pressure will produce 
the shaded form. Observe these examples: 


p / per f b / b-r / d-t _——_ d-t-r 


mM~ M-rn~n sw serw w (wrf fk ter \ 





m-n -"™ men-r -—™\ s-t ~— 38-t-r ~~ J j-r 


The shaded signs may be used as syllables containing 
a vowel, as is shown by these examples: 


pray oS part £ parcel LY freight IQ tar \ rorm is 
matter 7 trapper _ immaterial cos surveyor NN 


Try to write rather than to draw your shorthand signs. 
This will not be difficult as most of the signs travel 
naturally in the direction of longnand letters. 
-jy- 


RUSSELL SHORTHAND ALPHABET 

LESSON ONE Exercise 1: Write the headings and 
letters in column form and add five lines of each of the 
Signs. A following R is added to downward and to 
horizontal strokes by shading or slightly thickening the 
Signs. Hyphenated forms may represent complete syllables. 
Example of practice: p yy ///}/ Df // JJ f } 
DOWN STROKES yp / p-r/ b / p-r / k | k-r Jl g | 
g-r x \ XxX-rN ots \ y ) y-r ) q ) q-r 
n-g, n-k ( n-g-r, n-k-r ( n-j n-j-r ( W /— w-r { 
wh wh-r 8h, zh >) sh-r, zh-r \ sh-n ecw | 
fi fer X\ e% ver \ n / oe AJA en J ch CZ 
ch-r C/ UP STROKES r-~ 1 oe tae th at ae 
8-1, z-1 _- t-1, th-l, a1 b J? h-r Vy 





m=-n-r-—™\ 8, Zw 8-r, 2-rwe s-t, s-d, z-d Nein 


S-t-r, S3-d=-r weer” Exercise 2: VOWEL & DIPHTHONG CHART 


A as sounded in cat calm came O 
E or I as sounded in keg key kit kite 7, 
O as sounded in cot caught coat cow coil O 
00 or U as sounded in cook coop cup cue U 


Exercise 3: Write these letters in column form 
and complete the lines with the correct snorthand signs: 
a au b ber cts ch ch-r dad d-r d-d d-t d-t-r 
d-l e f fer g@ ger h her id j jer k ker 1 Id-r 
mM m-r m=n mM-n-r n ner ng n-g@-r n-kK n-k-r n-j 
n-j-r oOo 00 p p-r q q-r s S-r S-t S-t-r sed 
S-d-r sh sh-r sh-n sh-n-r s-l t ter t-d th ther 
t-l1 th-l u v ver w w-r wh wh-r X X-r y y-r 
Z Z-r Zh Zhe-r 2-d z-l 


Exercise 4: ALPHABET RECOGNITION TEST # £Read at sight 


DOWN STROKES y/il . CK KD C/ C/ 
UP STROKES LAL cL AL 2b) VOWELS ov Oy 


HORIZONTAL STROKES _ a re 
-|- 


LEHON TWO THe SAVED HU Lb 


Rxeroise %| Gopy eaoh MUL In turn, Arrange Lhe 
words in column form and write @ ling of each sign. 
HULM 1! Downward and horizontal atrokea may be anaded or 
thiokened slightly to add 4 Colpo wanes h, These shaded signe 
may stand for ayllablesa containing vowel”, 


parte 4... porter 4. board [. boarder LL aLores seen’ paP 7 


narder/Z. Martyren. north yi ~ fork \, gorraborate fP 


ULM es Write by ind, omitting, silent and nearly BLLent 
letters, resting the firet stroke on the line, and using the 
hyphenated forma a6 syllables. 


#4 
fe 
former Vs Logate a ae brakes A crops} 


RULE 3: Trace vowel signs in any convenient direction but 
usually to the right on simple straignt atrokes. Write 
vowel signe inside ourves, and write circles outelde or on 


nt oho 4) key L cue lb appear J eonsays © 
user - edge ; / pO 2 Apo 2 ¢1LUe vag abrogated 
RULE 4: Medial hook vowel signe + 4 may usually be omitted 
bould age Nl would C— mules ~/ tickets —.,, good | _ 


etiquette “_ Linen “f Lucky “¥ mother YS pllie 
rdieulous jealous /~ callous + suticle Lert’ 


RULE 5: Write hook vowel signs between strokes that might 
run together, or to secure a clearer distinction, 


bridge (barge f ) wedge wookly Ag wives then /} 
within ¢) whistle threat a 5? ~noap /} = 
pepper , vita1\ tightly ni enanas Or’, fottle 

RULE 6: Onit the weaker of two consecutive sounded vowels. 


poems A realion ~~ piano ¥ coalesce 4 toto Lo” 
“, 


RULE '/: Omit usually vowel signe between M & 3S, and 5 & M. 





Pree 


massive —_ r—| musketoor -~4, museun ~~ mo8a8 7 


some“ samples? assume @-— presune i wholesone an, 


ae 


Exercise 6: NOTES. Arrange in column form the words 
used as illustrations and f111 in the lines with the 
shorthand signs. 

1. <A proper name may be shown by two ticks: Ellen 7 

ec. A finally sounded Y has a sound of E v : query 

53. A tick may be used to distinguish hard from soft sounds. 
bath Fetes /* cloth LY crothe A 00 c- eyes <7 

4. By adding an extra sign, make distinctions as required. 
ge BR V4 file \~ ponmen f, penmen § plot ~~ osr0r ~~ 
design—~~4 dozen—7y metal ae ane tang — tank ne 
stated ._-9s——— si tuated._-«""——_ vases @w iota Go bias he 
idea —3 ideas <a curio Y palate f palliate ~o 


5. Notice various spellings of the sound of X. ‘ 

axe “\ bricks Z barks L blocks [* box of boxing of 
exotic Yon tricks —2 antiques 2 plaques yo rakes ~\ 
export pa elixir ¢” statistics ——"*-—™ laxity so 


axillary auxiliary ~ Axminstero,____— Exminster".—~__L, 


Mf 
6. Here are some examples of the CTS \. sign in use. 


exacts rN distracts—~—X% effects 5, Sennen \\ tactalg 
attracts o< cataracts oR detracts — subtracts q 


retracts rx suspects inspects aspects < onactse’ 


projects J insects rejects / collects“ \ sects A_ 


7. To increase legibility, the signs for sounded vowels 
should usually be written arter shaded strokes. 


poured 4 pride 6— guard L_ grade | greea [— cork t 
crook h tarm | trame = curve \ crave RL torque — 


track trick truck -y% trucks “7A editorial a 
es a re a broad / breed re a bark / 
brick mart —\— merit —>_ seared~ serried ~<«—— 


-4- 


Exerolse 7: TESTS ON THE SEVEN RULES 


Write these words in column form, add the shorthand 
outline for each word, correct by the KEY that follows, 
and then complete the lines with shorthand. 


RULE 1: portion storage trection radar acquire 
norsel trailer grace waiter barter 

RULE 2; rotation braid brocade derogatory adieu 
fatal 180 lout flowing delayed 

RULE 3; ago etch grow blow about animation 
6poll view out coil 

RULE 4: physician antique pit branching flight 
quite spelling girlish zealous supercilioue 

RULE 5; thinner weekly threaten heaps rules 
rolaxing thrush kegs relationa audited 

RULE 6; taploca diameter radiosa geometric opium 
buoyant cafeteria cyanic realize foliage 

RULE 7: masses mosquito museums mascot misical 
Bimplicity cemetery Samuel somewhere 
simulated 

KiY : 


YY 10 GMA R ALS 


sillee 


if. 


LESSUN THREE Exercise 8: SYLLABIC SIGNS 
syllabic Signs sake long and technical words 

easier to write. Hyphens indicete that vowels may 

be understood but inclusion of a vowel sign simetizes 

produces more fluency. Write the Number, the Sylilabie 

anc the Sign in esch case, arrange the words in 


column form and write a line of each sign. Excepting 
Wumbers 1, 6 and 13, the Syllebic signs are detached. 


-B-L / automobile CU) inability y suitable 7 anee, S 
o-N- | conseientious’ \_secounting 9 coinage £252 
BLECTR-, ELECTRIC electric range a6 electrons.7 
EXT-R- “ extremeiy ~H” extracts ‘“\_ external y 
-F-C-TION \. elassification ek. penefactions 





GRAPH photograph photographic} geographical 





HYDOR- {) nyarant “7 hydro static /) hydro-electric S/ 
—_ >, 

INGTON ( Islington -€ Wellington XX deadington 

-LOGY, -LOGICAL a psychology “A peychologieally —, 7 





Macn- ~° mesne tic ‘7 mepnificent “O maecnitude 





TF ees 
MICRO -> microbes /_, zicrophone W micrometer ‘> _ 
-NT-R- + entervrising Z, terior & interplanetary tf 
SH-N and -STION no efficient \\erssetentisy 7 


efficiency ‘musietane ee oceante \ 


aemeiiial sia ) suzcestions Z combustion 2 


questionneire Tins indizestion Z bastions 





_\ 
TRAN-, TRANS-  — tranquil ~ // transcontinental cw, 
transatlantic ¢ transforzers treansaitting = 
UNDER 9 underwriter “- underlying 7[ underrate 72- 


i iP 

undersell a/ undertaking underestimate” 
g derst ? ndertook “7 

undersized “~_ / understood“ ____ un S 


-_ 
m_ 
-. 


Tne Syllabic Signs are powerful abbreviating dovices. 
A good plan is to collect, say, fifty words for each 
Syllabic Sign and to write them in Shorthand. There would 
be no difficulty, for instance, in compiling a list of 
fifty words with -B-L sounds in them. 

Exercise 9: Arrange these words in column form, add 
the shorthand outlines, correct by the KEY, and then fill 
in the lines with shorthand: 


1 edible disability constable enable desirable 
2. conductor reckoning counsel controls candles 
4%. e@lectrotype electricians electrification electrified 
electrocuted 
4, extraneous extradite extremes exterior extricate 
5. modification purification edification imperfections 
justification 
6. autograph geographic paragraphs holograph monograv~ 
7. hydrate hydrology hydraulic hydrolysis hydrovhobia 
8. Arlington Darlington Whittington Paddington 
Kensington 
9. apologies biology etymology anthology geologically 
lO. magnesia magnetize magnifier magnolia magnetometer 
ll. microcephalous microscope micronometer microbe 
micrology 
l2. entrance entertaining introduced interiors interview 
13. proficient inefficient deficiency digestion 


suggestions 

14. tranquillize transformer transportation transpire 
transactions 

15. misunderstood underestimated underlying underscore 
underground 


| | Jim, ~* 
KEY : aptly LALLA AX, 
i— J i Sup ok he RL U 
(7 Bp AK A+ ~ bax 37 p 7) 2 
ENN AL ain ton’ i ie 
mani im lO: Copy outlines and correct by the KEY: 
ee ee 
nee 
formidable disconcerted electroller extracting 


transgressor interrupted transmuted undervalue 
microphones Huntington 


6 - 


Test your shorthand theory by arranging these 
hunired words in column form and adding the shorthand 
outlines. Correct by the Key and complete the lines with 
shortnand. Allow one point for each correct outline and 
try to make 90% or higher. Exercise ll: 
1-SYLLABLE: count rent kind blade pure crop. track 
plot asatripe vote meet neat seek sack great vogue 
whole yet thick frock 


2-SYLLABLE: account counter noble elbow allure 
extreme fiction hydrant magnets minutes procure 
tractions transpires inform recount discount rebate 
magic prefer invoice 


3-SYLLABLE: emanate trormerly unbounded whereabouts 
potato tobacco corroded awarded therapy exploded 
rotation parable ejected equated dominate annotate 
turthnermore beheaded incentive thoroughly 


4-SYLLABLE: maternity manipulate antiquary isolated 
successively benefactor exemplary fraternity estuary 
arbitrator inanimate declarative civilizing comrodity 
articular dilatory ambassador absurdity penetrated 
intentional 


5-SYLLABLE: intellectual ameliorate obligatory 
reciprocated accidentally subterranean miscellaneous 
Simultaneous indelicately umnecessary adjudicated 
pervendicular enumerated regularity similarity 
interlocutor underestimate uninterrupted unilateral 


chtae. P+ oo la AL 2 
“4 +? 1 ip fo" \p Pd 1 | A 


LESSON FOUR Exercise 12: ABBREVIATING PRINCIPLE 
As we abbreviate Assistant to Asst., so we may ab- 
breviate many terms as they become familiar in office and 
in technical work. Apply this Principle according to your 
judgment. Write the numbers and headings, arrange the 
words in column form and write a line of each sign. 
1. OMISSION OF ENDINGS: policy ~~ technical 7 


agriculture | municipality——~~-7 abbreviate A _provstesey 
2. OMISSION OF T OR D: fact i bold f holaing a 
deduct ____ payments (~_L, statement ., inject tact -p 
3. MEDIAL OMISSION: respect~“Z inspecting <7, ins oe ae 


prospect Q, faculties (p  tegatity“], uninhabited 


magazines ap privileges 4 establishments —t aspect, 


4: OMISSION OF MEDIAL VOWELS: triangular annually 2” 


melodious ~~ sequiesce J negotiate Q palliativey” \ 
5. OMISSION OF R AFTER A CIRCLE VOWEL: Arthur & orbit 7 
superiority ~ inferiority Co. order Q— disorderly ag” 
ordinary 0 (7) ordinarilyo) ,argument articulate a 
6. INTERSECTION: booklet f booklets A naraship “2x 
shipment >—_~ Government of Canada a postscript Y~ 
vice versa \ Bank of Canada ve friendship ~ 
7. PARALLEL FORMS: railroad ~ seehieenitditmemiaaa 
application blank 9/ political party 7 from time to time 
party of the first part /’ party of the second part /2 
8. LONGHAND INITIALS: Provincial Secretary Vi 
Royal Canadian Mounted Police2e7™# surrender value dv 
Canadian Broadcasting corporation e+e. Sales Manager-2772% 
Province of Nova Scotia pas Home & School Association 

atti 


Exoroise L3: Arrange these worda tn “ry 
and add the shorthand outlines, uBblne the A 
principle. Correct by the KEY and comp) 
with shorthand, 


unin fori, 
bhorav at, § rip’ 
ote the lines 


gnocolation cirounference Corbtificate sahildren 
elaborate reluctant ampere entibl 6 1 eae timate 


multipl mal dy int rogab ul. ary aes rift duplicate 
inhibit reoraer pamp phi et, from time to Line 
Supreme Court of Cansda, Chartered acaourtant 


ar 94, O SF wo" ) 
a a 


education<— lubrication Ad alligation é| delegation 


Exercise 14; FROM A to Z Arrange these words 
in column form and write a line of each sign: 


anxiety? anxious <7 aptitude 9 bacteria "A 
capillary credited creditor nn: a0 slor—4y/ 
disproportionate” ‘qf elevation functions 7 


gathering rt gratitude | harmonious) heretics ye 


indelibly instantaneous P, : Jowelo /_ keynote yD, 
leisurely A / ratitudes a Longinely ¥ royal Oo 


miscaloulate ~4~ misconstruction , momentum -7yY ~~ 


necessary ) , necessitate C~_> ineitah tink dite 
official @ obstacle / penetrated f possibility &. 


quadrant quarantine ) recession rheumatic “7% 
Superior a tabulated vA testimonial texture 
uniformly C_praporize\e variety\_ unemployment Ao™ 


undertook 2 ery od vacuum \p_ vexatious vicinity 
wasteful weather-beaten WS yonder Q) zealous —“~~ 


-9- 


LESSON FIVE Exercise 15: LIGHT-LINE SPE=DSIGNS 


Speedsigns and their derivatives form about fifty 
per cent. of ordinary dictation and must be nemorized, 
Learn the signa in groups--the A group first, then the 
B group, and 80 on. Arrange these words in column for 
and write a line of each sign. Review frequently. 

A. advantage \_ advertis-e-d-mento— after e above / 
accomplish-ed jy acknowledg-e-d-ment 4 again-st 

all 2 already ” all right altogether and J 
any <7 anyone appl-y-ied-icant-ication 7 
are, hour, our, or — BE, by / because nn 
beyond (/ CAN | cannot db church C/ circumstance +. 


come, comfort, company L~ complet-e-d-tion dN 
compliment-ed d> connect-ed-ion | consequen-ce-t 
convenien-ce-t \ correspond-ed-ence d_, could _) 
customer |__-» DEPART-ed-ment —7 develop-ed-ment 
did —r__do. difficult-y —< ee —\ 
dollar cal duplicate-d— /EARLY ~~ enclos-e-d-ing-ure C 
envelop-e-d “ except-ed “y expect-ed  expens-e-ive \ 
aie extra \ extravagan-ce-t \ 
annie ts from full \L GENTLEMAN 4 

HAVE /o) 


give-n | sovern-ed-ment 


gentlemen / 
he, hundred {) I, eye vw importan-ce-+t c™ 
improve-d-ment ¢> individual instan-ce-t a. 


influen-ce-d-tial invest-ed-igate-igatio Cts at 
KIND ! kindly iw LANGUAGE -¢t letter/MANUFACTURE-d-r 


memoranda e memorandum ~~ million 7” mortgage-d 2 


mercnan-dise-d-t most, must ~~ Y NEVERTHELESS ye 


next Z notwithstanding 4 a O, Oh, of, owe O 
~l10- 


ob ject-ed-ion ? one i only 4 ocoupan-t-cy, ocoup-y-1ed 4 
opportuni ty, 9 onier-ed o— organi z-e-d-ation 4 
original vA PARTICULAR #¢- perhaps a prinoip-al-le jf 
punctual J s ‘QUALITY a quantity RECOGN-ize-d-ition 1 
reference “\_ remember-ed»~—> remit-tance-ted ~?> 
represent-ed-ative-ation ~7? request-ed ) return-ed /+“¥ 
respons-e-ible-ibility SATISF-y-ied-action-actory  ~ 
several A sna shorthana ¥/ should i 
shareholder >“ Signature, signif-y-Led-icance-icant ~| 
sometimes~v\speak +7 stockholder ~~ substantial ~7 
sub ject-ed, subscri-b-e-d-ption 7 superintend-ed-ence-ent 2 
THE, thousand ( then, thin 4) these /~ those hie this/ 


thus /" to, too, two — toward 7 UNDERSTAND 7 aeiaak’ Ss 


a al 
WANT was Ce what ia which fo who /} whom /}-, whose l}, 
withheld withhold GO within (3 without 4? woula <— 


YESTERDAY ) you ) 

Exercise 15a: Copy and read the shorthand. 

I saw you at the exhibition yesterday. on aa . 

The expenses will be particularly heavy.“ VU YQ 
Can you influence him in his decision? Sy Sh V2, i 


4 


Please do not withhold the information. y— COr ¢ x 
The significance is plain to the shareholders. /Qus7/” ye 
I think the quality is very satisfactory. ¢V see 
The remittance, you will remember, was correct. A>)" C hx 


The memorandum should be given to them. “~~ SLs 


oO ON DH SF YW LN 


. Please take an early opportunity to come. W - a i Vf” Y + 


}—! 
© 


The signature of the representative is missing. / bens 
me 


Kxerolae 16: SPEEDSIGN DERIVATIVES 

An addition to a Speedsaign makes it a Speedsign 
Derivative, thus: acknowledge becomes acknowledging 
by the addition of N-G to the Speedsign. Arrange these 


worda in oolumn form and write a line of each sign. 
Practise making many other derivative combinations. 


sogompl ishing dy aoknowledgea : advantageously Ly 
advertiser g—/ advertising o-7 afterwards > algo me 
almost” although always tl wherewithal 
anyhow 2} any thing val beginning ae ee 2 
companies FY uncomfortable % accompanying 1-7 coming > 
Lnoomplete y/ beconing “dlsconnectod—4 completing ¢ 
sompl tmentary J oustomaryl 2 customers, casual A 
‘iat unusually enclosures Cy orderly sen 


departments —y duplicates—7~careful ( gracefully by 


rostfulnoas~—Vexceptionaly unexpected 9) once S 


expenses a, inexpensive Fg extinguishing a aad | 


ilies niall 9 distinguishing ~~] individually AL 


manufacturing numbering a Opportunities w —e, 
originality / disorganized judicial socially an 

punc tually J qualities quantities references“\__ | 
unrecognized y remittances /*™~n nrepresented Aocan't vv 


yp 
requesting persia“ responsibilities G/ mostly,~” 


7 


shareholders y Ninsatisfectory) unofficial C 


Exercise 17: Copy, transcribe and vot 4 the KEY: 


US 7 ot ¥ a oO aa 


KEY: signatures officially subscriber vsooZ tontin 
misunderstanding withholding unusual under them 
forgive five hundred graceful anybody influences 


abe. 


Exercise 18: Write the shorthand of this letter. 
Hyphens indicate that the signs may be joined to make 
shorthand Phrases, which aid speed by saving handlifts. 
Note that Speedsifn A . may be changed to @ small 9° 
circle in a Phrase, as in this-1s-a “~~*" Perhaps 
with practice you could write this letter from dictation 
in one minute. 


My dear Mr. Anderson: 
Nem ON 


Your-letter referring to-the condition in which our 
Sf > \ 7 OD 
shipment of outdoor furniture "ON has just) been 
—~ o oe lao Z_ f 
received. Please understand that — take full 
it ee hat Fi 6 
responsibility in-the-matter and replace or repair 
yo > waKYp- A 
at-our expense in-such a-way that you-will-be-satisfied. 
~~ Zo as 
The furniture was packed in-our warehouse and it-is-very 
f > c- Sau oo Cc 2 = ~N, 
unusual for damage to occur in-the packing. Something 
LC - 9 BR Oe Ot 
must have gonejwrong en-route and we-shall try to find 
me ¥ . < « 
out just who-was responsible. As the time required in 
cr i BG Fr err ) oz 
making another shipment and getting it delivered to-you 
a Be bk =x 2 
may deprive you of-the use of-the furniture right now 
7O A) 5 ~~ > /~ 
when you want it, perhaps you-would prefer to-have-the 
IF e— 6 2 A Ye 
surfaces refinished locally. I understand from 
a oa AO x a, = 
your-letter that-the marks of-which you-speak would 
a 
make-this plan feasible. Yours faithfully, d 


a LTD i aes 


(150 words) 


LESSON SIX PHRASES 
Phrases save lifts of the hand and add to spoed. 
In a phrase, some signs or words may be omitted. We 


standing alone, is written as shown, but in many phragos 
the hook may be omitted: 


we may £2 we shall ve S we wisn we believe Sn 


Study this example: "We are sure you will be pleased to 
know that the plan has been approved." 


No purasing: ON CW —< I 11fleL {8 ah nana rites 
With phrasing: i, Va 6 hand lifts 


Exercise 19: Arrange in column form the longhand 
phrases and write a line of each shorthand phrase form. 


able to sey /o about the f/ and the as far as cA, 


as early as convenient ae as early as possible oe C7 
as soon as @2~ as soon as convenient @24 as you are) 


as soon as possibleQe7z as soon as we C2” at this Pe 


at your convenience™ ) as we know at which ane i 
be able to y before and after Ke best way Ge 
by the way JZ by and by by your letter {dy our 


can have vo cannot ess A, could have? could not { 


Dear Sir—-~~ Dear Mr.—w Dear Mrs.— Dear Madam 


do the-—/ did this—»J/ does not have wf, during the 


ae 1G 
each one Cf” each ll stetate wire c7 every ee 
face to facela, feel sure“ \ few moments aw 


for the purpose \// for collection from us a 


glad to fina | glad to send VY good many = 9 


had been “7 half the /d) has not have been able 


he se? he could mi he may not (79 he would 


heirs, executors, administrators and assigns ~9 24 | 


~14- 


help you 74 hope you Y how nany (~~ now can lo} 
lam I om not I an eure A. 1 40 not —> 

I pelieve WW did not see ae it was wag oe 
1 hope & 1t will be YH in a day or 80 oY 

I am in receipt of your letter aw I have your letter 
I may ae I should say W+_9 1f we can > in 
just a little just as known a8 oS 

large nunber <7 less tnan “~~ et us mow — 
Long time a large amount) iittie delay 


mail order i ee way 7A many times ——~ -_ may ae 


may not have LV) men and women~~/> _mignt not ~ 
more or less ~~ much mish” ae must be able “4 


need not be no more than now and then 

nothing else 7 V/ nothing less KV mmunber of times for 
of all Oot course A_ of the a of our O of them 6 
on the o- on your j once or twice bs one or two 4 
party of the first part /’ party of the second part /* 
past due g 9 please accept i Diente see yo 
please ships please state oe o0int of view 4 
quite soon quite sure return mail Dae 


real estate i eee Seago ati depvosit \- 


SEV “, o forth—/ several days ago ~" 
shall be aoe ley snort noticed ee matter 
3 


snould vo L, 


under the circumstances ass up-to-date Jj under the 


Co, /py V 
very soon we are positive who may be 


/ 


ome of —_ there is a Fale jou x 


5 


Yours truly 2 Yours faithfully 2 Yours sincerely LL 

Yours vory truly a Vory truly yours Ly 

Sincerely yours ~) Cordially yours ”) Your obedient 

servant 9 Yours respectfully v Vory sincerely yours 
LEGAL PHRASES 


above mentioned J abatract of title L/ 


according to the evidence a posteriori 6 


a priori } attorney general 7/ bill of lading f 
beyond a reasonable doubt / caveat emptor a 


chattel mortgage Zo | certified —_— court of law 


de recto 


documentary evidence ex officto “ face vaiue\en 


habeas corpus husband and wite /e lpso facto CR 
negotiable instrument Q, joint and several 


criminal negligence’ days of grace 


jointly and severally last will and testament *~7Q _ 
on or about the on the part of the defendant Ct 

on the part of the plaintitt 7/ per capita SL 

per diem &—™ post mortem @ > power of attorney -, 
promissory note 4) right of way 2 right, title and 
interest ~~~ right or wrong € set aside «2 

set forth\—\/sine dieZ2_ statement of fact 9 \ 


Statute of Frauds \ Statute of Limitations 9 


Supreme Court -—@C@ to the best of my knowledge and belief 


Lag under oath — under the circumstances 4 


whereby whereunto whatsoever whereinbefore 


k. 


These sentences em 
ehorthand, transeribe ¢ 





Happiness is where we find it and very seldom where we 
seek lt. 

Some succeed better than others because they attempt more. 

Thinking and effort may determine what you will be tomorrow. 

One of the purposes of this course is to help you to get on. 

Mankind was never so happily inspired as when it made a 
cathedral . 

The mind is like a garnien, which oan either be cultivated 

or allowed to run wild. 

Fortune dreads the brave , and is terrible only to the 
coward, 

A good name is rather to be chosen than riches. 

Contentment is to the mind what light is to the body. 

God is a good worker, but He loves to be helped. 
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LESSON SEVEN: BUSINESS COMMUNICATION SIGNS 

Exeroise 20: Arrange these terme in colwnn form 
and write a line of each sign, The figure 1 (one) 
should be written in shorthand put other munbers 
should be written in the ordinary way. 
Apostrophe Gay's? days'’—e”’” wouldn't &, 
Paragraph "i Period x Proper Name: Dorothy —f 
Desh¢——» Hyphen =& Underlining: Important oY 


All Capitals: NorIcE AY Parontheses’ ¢ + 


f 


uecondly "wisi rare versa ra 1.¢, +«€ 


900 of? 7060 Uo 3,000,000 3a 500,000 5 fy 

$15.00 is H $7.75 qo $2000.00 2 Sam. Cam 

6 pm, 6pm 9 o'clock 9 25th inst. 22 aa 

29th ult. 29” “Sth proximo. 5A ay, 5 & 

4% per annum aD f.0.b. » 60 degrees 60° 

5 feet, 6 inches 5°6" Army Medical Corps 27 
a 

vunday 7, Monday Tuesday~__9Y Wednesday ts 

Thursday Friday \ « Saturday J arnuary y 

February > March P April a May -o June say), 

August 4 September +z. October GL November Ot 

ener et ceterac~__9 Messieurs (Messrs.) ~___ 


Esquire ~) reorder / reopen L rearrange ot 
Good Friday Ly Easter C-~ Thanksgiving c 
Christmas L—— Aberdeen Chatham — ” Gloucester 


{|>— 


London “oy Ot tawa of Toronto SF, Ontario y Paris 4 — 
Washington A Willingdon CC, Zanzibar Victoria 
Picadillyg 7 United States ~— Canada !_o England C 


“ 
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Exercise 21: Write this paragraph in shorthand: 


start your speed practice at twenty words a minute 
and try to advance ten words a minute a week, aiming to 
reach L20O words a minute or higher. Use the Auto-Dictation 
Plan shown in Exercise 23, and try also to follow speakers 
on the radio. Do not mind repeating practice. One 
authority says that in working up speed there is more value 
in having one selection dictated twenty times than in 
having twenty selections dictated just onoe each. Business 
dictation runs from 80 to 120 words a minute, and court 
reporting speed is from 120 to 250 words a minute. In 
Canada, the senior shorthand organization is the Chartered 
Shorthand Reporters’ Association of Ontario, which may 
grant the standing of ¢. 5. R. The National Shorthand 
Reporters’ Association publishes the National Shorthand 
Reporter in the United States. There are many attractive 
positions for young men in shorthand wi (164 words) 


KEY to principal words: ment —-. ~~ Sf? joy 6 
rks © ere 


Exercise 22: Write in shorthand: "We that have 
but span-long lives must ever bear in mind our limited 
time for acquisition, and remembering how narrowly this 
time is limited, not only by the shortness of life, but 
also still more by the business of life, we ought to be 
especially solicitous to employ what time we have to the 


sreatest advantage." (57 words) 
KEY to principal words: } ca LA 0 i) 
i a an 
Exercise 23: AUTO-DICTATION PLAN 
Use the auto-dictation plan by, taking double-spaced 
o 


typewritten matter or widely spaced circular or printed 


-~ « ot 
material and by, writing as rapidly.as possible in shorthand 
v4 “Tt Q- a Q-7 2? 


below the words. This plan will produce a speed of 
£" £ OCwerxw CDS Oo LY Zw Oo 
seventy-five words a mimute or higher. _ this plan 
AS | re a, x - 
frequently for higher speed results. (52 words) 


XY Vy ie ee aa 8 


Exercise 24: FINAL THEORY TEST Here is a list of 
one Imindred words worth one point each. If you can make 
a percentage of ninety or higher on this list, you may 
conclude that you have a satisfactory knowledge of the 
theory of shorthand. Some of the words may be abbreviated 
but you need not count as errors any outiines not abbrevia- 
ted exactly as in the key. Write these words in column 
form, mumbering them from one to one hundred, add the 
shorthand outlines, and correct by the Key on Page 21. 


allowed appropriate alternate associate bringing 
crops cutting checking creating contaminated curdle 
Calmly cashier catalogue delayed desirable 
discontimied dissatisfied eat echoes explate 
expatriate electrotype exonerate edification 
etymology Effington entertains eradicate exaggerate 
extravagance focal framer fluorescent forward 
goodness grandmother governing granulated gradually 
hydroscope horisontal independent incorporated 
judicious key imowledge lioness luxuriant luxury 
mechanism multiplication massiveness misfit miles 
micron matriculate miscounted monograms negligible 
notation oppressive operators oscillating orient 
oratorio outout overseer oyster outward precedence 
probationer properly quite quarter questionner 
roads rotate ridicule rehearsal sinilarity spurious 
something straighter sampling throughout thinner 
transmitting threaded underlines undertone vitally 
variety vacillating witticism wholly worship yacht 
zero symology 


Exercise 25: Valuable shorthand practice may be 
secured by working on groups of words with similar 
endings. Arrange these words in colum form and write 
& line of each sign. Prepare other lists according to 
this plan. 


Words ending in T-R — cater es freighter in. crater | 
greater L straighter. > commentator :— later , 
latter a? pichingians si haackinie cil waiter Lo matter. 
agitator spectator “Zp testator.__a educator —, 
Words ending in TIC = attica = asthmatic?® a. 


dogmatic | enphatic am aquatic a] acrobatic 4 


on 
erratic o™ idiotic, energetic VA operatic Z, 
=20- 


KEY to Exercise 24: J 7 aX ng 4 dy- 


oO aa wie Or 


LOO COMMONEST WORDS in order of frequency 
Exercise 26: Arrange words in column form: add lines of 
signs. 


the ~ of O and Y/Y tow a... in J that/ 41% <.isw Ip 


for \ be Fo ie a3Q- you ) with Ove () on 9 have //) 
by / rot A ateo- this (~ere- we C nuis/2 but L they/© 
all 7 which / will CO tron UA nad) has/eL one our ~ 
an been f noo/ their Pei gum ( so LOny-> if C me,> 
what i woulda C_ who /A when Lf him {2 them ge i war A 
your ) any,/7 more ~ now _/ itse., time-~ up 7 do-—— 
outO can! then (/) only 9 she madera— other into ? 
men-—\ must people 4/said._— may,2 aes about / over 
some these/ to— vane a before great could; —- 
gsucn C/ tirsty upon ¢/ on 7 how fy come kh us Gy 
shall \ should \__ than (Jisne/ well 7 arte, — say Ne 
----- END OF SEVEN LESSONS OF THEORY ----- 
Work all remaining exercises for practice, to Page 45 


> 





Practise these letters from dictation until you can 
write each letter in the time of one minute or less. For 
instancs, the firat letter of twenty words may be written 
in one minute, then in three quarters of a minute, then 
in belf a minute and finally in one quarter of a minute. 
The repetition is good for speed and outline control. 
Copy the shorthand of each letter, compare it with the 
Lypescript and notice the speedsigns, syllabic signe, 
phrases and abbreviations. 


Exercise 27: Dear Miss Hart: {/ “7 Fi 
We have your order and renit- tf 

tance of $50.00. The order SO/ A... 
will receive prompt attention. 

(20 words) Yours truly, 


Exercise 25: Dear Mr. Stone: 

Thank you very much indeed for /.... 
your ietter of May 19th and 

cheque for $25.00. This, we 

think, with other contribu- 

tions we are receiving, will | 

emable us to reach our ob- 

fe ae very soon. i, eS 


40 words) Yours sincerely, 


Exercise 29: Dear Sir: I 

have your favour of the 20th inst., 

and shall be very glad to act on » 

the Joint Committee mentioned. for, 
Unfortunately, however, it will 

be absolutely impossible for me Ae 

to attend the meeting on Satur- 
day. Before I had notice of your 
meeting, I had made some other ar- of 
rangements which I am now unable 
to cancel. 

{60 words} Yours very truly, 


Exercise 30: Dear Madam: Our 
Formal Fashion Opening for Fall 


will be held on Monday, Septenber fo 


cord, and will be continued through- lof Go 
out tne following week. All 

Fashion Departments on the Fourth pes, a 
Floor, a2 well as Millinery and Dres3 

Fabrics on the Second Floor, will be —_ wa 


wo. 


used in the presentation of 
special displays. A notable 
feature will be e Court of 
Fashion, occupying the entire 
centre space between the ele- 
vators on the Fourth Floor, 
with an assembly of new styles. 
(80 words) Respectfully yours. 


Some succeed better than others 
because they attempt more. 


Prove the motto: No sooner seen 


than read. 


Exercise 31: My deer Jack: 

T am very pleased to learn thet 

you heve secured & position with 

the Vanadian Development Company. 
With such a strong corporation 

the opportunities for promotion 

are likely to be considerable. 

You say that you will have to 
compose some letters yourself and 
that you would like some suggestions 
relating to the writing ¢ effective 
letters. JI could write many pages 
on this subject but at this time I 
am mailing some suggestions made by 
Mr, A. C. Curate, who is well known 
as an authority on the subject of 
good letters. Very cunliially yours, 
(100 words) 


Exercise 32: 


1783--Boswell while listening to 
Johnson: While he went on talking 
triumphantly, I was fixed in ad- 
miration, and said to Mrs. Thrale, 
"0, for short-hand to take this 
down!" "You'll carry it all in 
your head, (said she) a long head 
is as good as short-hand." 


=23- 


Exercise 33: Dear Sir: 

Above is an aeroplane view of | ff Y pe 
the property of the Victoria 

Beach Car poration--the property C_ Lb” We 

for which the Company was offered 

$250,000 cash or nearly double Q ~~ 
the value of the assets as record- 

ed upon the books of the Corpora-~ S “2, rT. 
tion. If it were money alone that 

the directors cage np tegen of 

the Corporation wished to raise, 

they could do so in several ways. ~~ 


They could have accepted the offer 
as stated above; ar they could ND <ee 


discount their agreements of sale; 
or they could sell acreage in L~o” 
blocks, which would mean the open- 


ing of the Beach to anyone who OH AL 


wished to purchase property, and 


the removal of restrictions. 
(120 words) Yours faithfully, ne 
Le 


Exercise 3%:  ##Gentlemen: Your 
cheque for $1225.00 has been 
credited on your account for 
$1250.00 and we thank you for it. 

As you do not explain the dis- F 
count of $25.00 we judge that you 

regarded this as cash discount. 

Evidently we have not made clear | 

to you that we allw cash discount 
only on bills paid within ten days 


9 


63 ae 
after statement is rendered. The of 
practice of immediate payment Oi a 
enables us to discount our own aa 
expense connected with the hand- 
ling of accounts. Then, too, you GA 
can see that in order to treat all 
to maintain our standard of settle- 
ment. Whenever your payments ac- ae J Sf 
cord with our terms, we shall be — 
very glad to pass on to you the 


bills and to reduce the clerical —~ 9 
\ 
f 
our customers alike it is necessary y Ea Lu 
savings. Yours truly, 
(140 words) 


ol. 


Exercise 35: Select a sign from the shorthand 
alphabet and write up to twenty words to illustrate 
4t3 use, after this plan: 


attitude ca___beatitude J Latitude —~ 


magnitude ‘@ se longitude ~ | aolicitude —“— 
aptitude / promptitude A is rectitude AL, 


exactitude “t ingratitude (. desuetude — aa 


servitude disquietude amplitude %)~——_ 
dissinilitude — ineptitude Z fortitude ens 


Exercise 36: SHORTHAND FOR OTHER LANGUAGES 
nt adtenteur - ecriture VY fertilité 
Italian:e“ calendario}~) , medicina ~——~ chiesa lao 
German: nacht oy seuf LQ. _ Deutsch 
Hindustani: —, 2 pamt f? safar a beshak 
Medical: ~_/in ravenous “ diabetes 7” pathology id 7 
Chemical: calcium Sulphide Cas (or) ~ potassiumy, 
Legal: / VY plaintiff a legality J 
Engineering: microfarad {°  hydrograph (y equalizer )~ 

Bilingual students can compile their own language 
Speedsign lists and use the Abbreviating Principle and 
Syllabic Signs as they may apply. 


Exercise 37: WORD-BUILDING Arrange these words 
in column form and write a line of each sign: 


dictate-—4Z., dictated—, predict L— malediction-% > 


dictation ina contradicted 2 dictionaries 
edict —7_ dictator— 7, predicted / benediction Le 
contradiction a prediction Fring, MACE Ny 


dictates —La_,. contradictory Oo _ dictatorial a” 
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ALOMETARTAL QUALITIES 
uvvey of business offices shows that the quali), 
Lieted here are of great importance in secrotariog. vn 


txeroise 36: Arrange these words 1n column form aya 
write a line of each align, . 


aoouracy ‘bo alertness ‘appearance J conf 1dence \! 

oooperation O aourtetyl.» diligence ALapoa. tion re 

Engl ieh (’ onthustaen “Tmaginatton %7 initlative 2 

judgment knowledge pe’ i in y ay 

punotuality ~~ reliabllity tact —p voice 
Kxerolaa 39: GORREOTED DIOTATION 


(J, 


If in taking diotation in an office, you misa a word 
or do not hear 1 etree you should ask the dictator 
at the time, Some diotators cannot dictate smoothly but, 
heaitate and ohange thoir minda as they go along. Write 
the following example in what you think should be the 
gorreot way, and cheok by the key: 


Gentlemen: 


We thank you for your oom- \ Vo 
muntoation~--letter of the 15th Yb 
«-l16th inst., and in roply-- 2 


response, wo are mailing--sending G 

& Go of our Se ee pan . p O ee 
manual of information. We trust 

--hope that in its pages--pause —~/ 0 2 - by) 
--now let me see--where was 1? ) « 
--Oh yos--pages you will find-- 


secure the facta--data that you 
neod--require, Read that last 


wis ia » f 
hap ged DAOK, DLOABO. ceccccces € Y) ()- y 9 


hank you. After you have had 
an opportunity to examine--study “> (—— he 


the manual, you may desire--want A eN ‘ 
some further--additional informa- a, ¢ 
tion, ee ee ty, ~ 
=-noO, queations that you may put y : 
--submit to us will be replied ro, U7 


to--answored quickly--promptly. 
Yours vory truly, . 
~26- 


THE LANGUAGE OF LAW 


Exercise 40: Copy the shorthand carefully and 
compare it with the longhand. 


AND that the same are now free, clear, discharged, 
and unencumbered of and from all further and other grants, 
titles, charges, estates, judgments, taxes, assessments 
and incumbrances of any kind whatsoever, and also that 
the said party of the first part and his heirs and all 
and every other person or persons whomsoever lawfully or 
equitably deriving any estate, right, title or interest 
of, in and to the hereinbefore granted premises by, from, 
under, or in trust for him or them, shall and will, at 
any time or place, upon the reasonable request and at the 
proper costs and charges in the law, of the said party of 
the second part, his heirs and assigns, make, do and 
execute, or cause or proclaim to be made, done or execut- 
ed, all and every such further and other lawful and 
reasonable acts, conveyances and issues in the law for 
the more effectually possessing and confirming the pre- 
mises hereby indicated to be granted in and to the said 
party of the second part, his heirs and assigns forever, 
as by the said party of the first part, his heirs and 
assigns or his counsel learned in the law, shall be 
reasonably disposed or required. (201 words) 


C_ fF Rens O71 y [7 7 
aE TASS 
Jee ra vt Be go Ae rd 
29 ® ? Or DALY 
Io PAP KR LID FPO RR AH 
A wey, yen ON ao 
en oat in, 2 VS A> bo ? 
Z 


a ee a jy ef 22/2 6) 
Le a a ome ae ee ae 


? 7 ~e_ ~ oa. 


Srarsise &i: A SBT OF SYNONING 
se the worta in colwan form and write a Ling 
af each Sian. , | 
axilil~, Olererness © \ apbiity * talento § girt n 


saiitred’ ? anrewtness faoulty\y anbidextentty 


> eee” ) | . é ” 
felietty © knack 2 adrol tneaae—S expertneas > 
» J < 
| SOE axppetenced fleleno at ) 
intelligences dampet 2, pre Y fs mart b 


Seercise A: Wite this letter in ehorthand ana 
dorrest hy the Key. a augseat phrasea, Praottae 
until pou can write it in one ainute. 


Gentlemen: Gnolosed is-a aopy of-our new prioe-ltat 
gorering all textile goods, to-go into effeot the firat 
of mext-rear, All omiers taken the remainder ofthis 
rear, even those marked for delivery in January of 


mext-rear, will-de Dilled at-the present prices. However, 


omiers taken this year for delivery after January Sat 
of next-year will have-to-bde d111) at-the new prices. 
You-will-note that generally prices have increased 


throuchout-the list, But there-are quite a few exceptions. 


REY _ < t= J S to Yours truly, (100 worts) 
VF O 


: a 
Sl gt o ¢ 
“ 4 - ee ff 


Srercise 435: Write this letter tn shorthand: 


ventlemen: We thank you for the booklets and are clad 
to learm that you are now able to settle your bills 
payable. We notice thst the signature of the party 
oF the first part is missing from the deed of trust. 
Please have the papers attended to and return them in 
the attached addressed envelope. We have investigated 
the question of the status of your representative here 
&nc we should like you to give some thought to the 
matter at this time. We suszest that in the future you 
Ship 5.0.0. and quote f.o.b on less than carload lots. 
Yours truly, (100 words) 


d— \o ye 


é 


len 
~28- 
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A CIVIL SERVICE SPELLING TEST 


Exercise 44: Arrange these words in column form 
and write 4 line of each sign. 


atmospheric 6“ mn appointee o ai 
arrangement 4). analysis ~~ adequate " ) adjacent aL 
a 


achievement (A __escuracy b> attribute a7) aqueduct j 


atnletios vanities 4 acquiesce ability i 


beginning certain want’, concrete ‘Le comuodity +, 
constitute I - courteous L_ competent ON, 7 


comparative dy cottectivied”/ conquering) consensus) 
j 


definite y, decinal—“develop—,_ deteriorate a 
entrance ¢/, emphatic LexelusiveV extraterritortality 


‘ 
aseuamee factories je feasible y feature : 


functional grammar guarantee height /? 


7 induced _indelible L277 ignorant ‘| 
knowledge Y/* situde ~ memorable ~y machinery 


merchandise ~>, maximum/ oa. narrator _L occurred GQ 


partial i punctually JY preference a percentage 
predict (— prescribed physically \.4/“poetic A 


proclamation 2 Ooi questionnaire ds registration / . 


a 
supersede q_ _Sstatistic 3 sundries surety \= 


successful _, selective “\ sympathy eee 
Lopograpny 7 tabulate Tt temperature aft 3 tallow -, 
transcription b unnecessary J 5 arta o/Feinttyy 


welshty eC wrest’ wrestle Yo writhe a 


/? 
wireless ag a wasteful oh & 
yacht > ee d yi 1a) — 


— 


zoology 


4, 


oe ieee 





¢f a 2 EF aXe 4 * 4 - OS é anf ie ahs *. Ree 
. SS OR Gr geen NaS OHI iin ETE OSM ee PAS Se Pv Daye shor.> By da a SSRN 


Exercise 45: COURT REPORTING 


Vsually, the notebooks used by reporters are 
specialiy ruled. Notice the plan of separating the 
questions from the ansvers. copy and read the shorthand. 


i typing out cheques it was a very unusual thing 
to dot A. Not a very unmusual-- 





O type anything on the back? A. It wasn't ny 





cheque . 


S 
“- <*% WSS BOSt unususl® A. I would not say it was 


mOSt unusual because I have typed other instruc- 

tions on chegues. 

<- =Cw many times hed you done that in July, for 
imstance? A. I don't suppose I did except for 
that ome cccasion in July but I have done it 
other tizes. 

=. Well, tell me eatout July, how many times did you 
Go it in July? A. I don't rezezber how many times 
I did it in July. 

s- ihere would be some cthers in July, of course? 

4. There might be, I don't know. 

s- You could not remember? A. No. 





SOME SPEED SIGN DERIVATIVES 


Exercise 46: Write this letter in shorthand a 
nd 
study carefully the key to the Speedsign Derivatives. 


Gentlemen: 


In acknowledging the enclosures that came with your 
letter of the 6th, we are sorry that you have been in- 
convenienced and if we can conveniently make another 
arrangement, we shall do so at once. Consequently, some 
of your difficulties may soon be Overcome, or at least 
become infrequent. 


We are now manufacturing some new items but we are 
expecting that some of them may be unimportant to you. 
However, our objective is to do away with disorder and 
to have ample supplies for the unoccupied territory. 


We shall be pleased to send you particulars of the 
remittances that representatives will need to make, 
particularly in the new areas. We have a changed policy 
in regard to returns by companies, which we hope will 
clear up the disorganized situation. 


Originality will be a feature of some of the items. 
which show signs of becoming very popular because of the 
advantages they offer. We are making the customary 
trade discounts and the details on the sheet enclosed 
should do away with misunderstanding. 


Some insignificant circumstances may have been over- 
Looked and we shall be corresponding with you about such 
matters, remembering the importance of satisfactory re- 
turns to the governing bodies. Our superintendent will 
be in charge of this, as is shown in the accompanying 
memoranda. 

Yours very truly, (219 words) 
Key to_principal words: 


~ wn 4 ey io 
4, we Yer ho 

Z 60 OE I 
eue7t on aD om 


« _% 7 4? Ce Med 
SHORTHA ii PENMANSHA IP 


Exercise 47 
Good permanship is very important in she 


a small circle 9 you write al 
ae cas wea B / instead of F / o yo will have 
unnecessary trouble in transcribing your notes. The 
guccessful secretary writes neat outlines. Arrange in 
column form the words of this exercise and write a line 


of each sign--neatly. 
allocate about L annotated ja— operator ped 
CY 


enough until see 7 sue ~2 easecr use 

popular imp <7) imate /F babbler public VV 
clouded eaten |P—Feourarg/ clairvoyant “\p 
fame a frame = foam Lo fail \ trail Lo tat Ne. 


fraught L, fell LY quell yet ) quit may +? 


Murray -3 me -> money-—y met ~ minute —. silver 


Tee ee dealt i we 7 4aeal a ray ” 

Lay 7 rail oO roll ces 7- late oo. rain a hanef 

shape 9 shop Q chat (7 chart C/ thing, SC plunge o( 

ring rinks“, an # age / cling Wl clinkes WL 
Se, ee 


notto a” meadow nO medla->.—o immediate mninimin 
a a’ 

Exercise 48: S-L, Z-L A 

Dear Mr, Slade: The silverware wa “S SO 

department is making many sales 

of fine silver articles from ae ___ 

selected silver designs and very 

few sales are cancelled. Some a oe 

fine pictures are shown on the 

easels. There is a section with a i 

on a of selected 

r ota afew puzzles. The 

Bllver slipper caaneta and the an _A 

salad bowls draw many customers. , vA 


The local council plans to make 
some selections for the assenbly aN 


hall. Seldom have there been so ds 
a relia bargains and the re- A" 

su S seén in the solid increase 

in gales to a select Clientele. — A 
(95 words) Yours sincerely, 


-42- 


Exercise 50: MEDICAL SHORTHAND 


Russell Shorthand is well adapted to medical work, 
tin which there are numerous opportunities for secret- 
aries. These openings occur in the health departments 
of insurance companies, in the welfare departments of 
eorporations, in special departments of hospitals, in 
the offices of dentists, doctors and surgeons, in clinics, 
in the offices of compensation boards, in departments of 
public health and in research institutes. There are 
openings, too, for medical record librarians. (70 words) 


The medical secretary should have a good education 
and should be first-class in shorthand and in typewriting. 
She should be a constant student of medical matters and 


should be on good terms with a pocket medical dictionar 
ang a pocket manual of medicine and surgery. (46 sen | 


Key to principal words:o Oy 2 
ie 2 ws 

tee so? a 7 “° Bo 
Exercise 51: The prefix and suffix portions of the 


words that follow are underlined. Write the words in 
eclumn form and add a line of each of the signs. 


antemorten 2 antiseptics 44. arthritis i~ 
autotransfusion vw bicuspid ( brachialgia 


bradyphasia bronchiole carcinoma 


camiioarterial | 2 4/ eoleocele ot cephaloid ean 


cerebellar Y cystitis ~~ dernatorrhea —-o° 
dorsiflexion a AA, Sinope — VF embolism i -2 
endocardial Zp/ enteritis “ , epithelioid — 
erysipelas my extraneous » 2 gastritis 

hemalopia Odogef hepatorrhexis hydrocholecystis 


O—— 
toxicity Sa, infrascapular 


-45- 








- 
r 


raparoenterotony G,,, neoroesthesia D/ “nyoblast Qa 
nephroid é neurologist fY —Sphthalmology 0 
ostemiaQ ga pathologic an periaxillary lL 


phlebolcegy i pneumopericardium pohtonvesAg~ 
pseudoneuroma = psychotherapy 4 
staphylohemla stethometer streptococcus “1p 


tachycardia —t , thermoplegia/~ 2) thoracocyllosig 


Ae toxicoderma ~ ‘ re wntoouter 4 0 


ventricumbent vertebrosternal 

neuralgia ¥) i suicide ~~——"__ pneumococcus Lo 
appendectomy myocarditis FQ, paralysis a 
epitheliona a? pneumorrhagia lymphorrnea 


hypertrophy b atrophia ok. albuminuria v] 
The medical secretary who may be working under a 
specialist will become familiar with special vocabularies 

but opportunity should be taken to read up in advance 


on the cases concerning which correspondence and reports 


are likely to occur. Three principles of abbreviation 
Should be kept in mind: 


1. The principle of "telescoping"the forms of 
exceptionally long words, as in 


dermatoheteroplasty —“o# encephalomeningitis Ly. a 
psychotherapeutic a secretodermatosis ‘7,0 _ 

2. The principle of abbreviation, as in 
tuberculosis /] honogeneous (79 seitextantens a 

3. The use of initials and of intersection, as in 
endemic disease 2d psycho-analysis p 
bilateral paralysis fi purpura haemorrhagica phe 
retropharyngeal abscess 2@  bronchopneumonia b 


<she 


In comnection with the preceding exercise, study 
the meanings of the various prefixes and suff? —_ 
“itis’ for instance, SUZXSSts inflammation. 

Sxercise 52: Write these perégraphs in shorthand 
and correct by the Key: : 7 


B. Paralyses or th oculer muscles wan 
are the result of exposure to cold 5S | ? 
+he ins tain | — es 


ingestion of certain poisons, 
syphillis, rheumatism, diabetes, adipn- 6, 
theria, aemingitis, cerebral disease, <= ill 
locomotor ataxia, orbital tumor, ete. 7 “1% ~D 
The symptoms ere deformity in parallel- 77 
ism, diplopla, vertigo, confusion of $8, 


- 


etc. 7 
b. The causes of fracture ere direct \ V2 er el 


or indirect violence and muscular ag 
contraction. The varieties are con- 


plete or incomplete, impacted, or non- 4 a~ 
izpacted, Single or multiple, si=ple | 

or compoumd, comolicated and cominut- =~ 7 —_—* 

-~-— > — = an > v 

ed. Frectures may be traumetic or = g if 
fracture is transverse, oblique, , 
longitudinal, or spirel. The defors- y i, Ce Fat 
ity say be lateral, rotestory, or | 
longitudinal . Sas 





A\, 
\ 
\ 


“om : 
¢. Laryngotomy consists in opening 7 ea-r —— 


the lerynx in the msedien line of the wd ~ 
neck for the removal of foreign 7 


bodies end new growths or for the \ }~ 
Felief of suffocation. Operation 

tarough the south or tracheotosy | 
are preferable procedures. 


ad. Idiopathic heart hyvertrophy 
results from increased arterial 
tension, overwork, mental anxiety, 
abuse of tea, coffee, alcohol, or 


beth Drsonea and palnitation are 27 > ai Gq 





. 


present at first: later tne heart 
ss en 


duiness enlarges; the souncs are 
Weak, the avex-best is weak or 5 _ 


and all the sisans of 


Re: -ag4 
=. = ~sPm> + 4 
Céraiac insuffi iciency seu if. a 


Kveralae S35! MALT IY 


or ahorthand purpoa@en, nothing 14 mastered un LenEs | 
whenever wanted, 1% cones to the fingoreends unhesi tat, 
inaly, without oonaolous effort or thought, 


dtenceraphy 1a not an art to be used with Lelaure)y 
seuiuemetite, aomne branches of the business of |ife 
that knowledge whioh the mind reoalle laboriously and 
wlowly may be of more or less utility. 


‘ 


Hut when shorthand 16 to be written, the mind's 
oonoeption and the hand's reaponse must be #60 prompt as 
to leave no appreolable gap between hearing, and writing, 
((% worda) «=David Wolfe Brown, Offilolal Shorthand 
Reporter, U. 4, House of Representatives 


Y Aa Lf Jon, Vee 
Te 9 ar, i A GO, 


Kxercine 54: Copy and write in shorthand, and 
gorrect by the key. 


Pi 


Gentlemen: We understand, with reference to your inquiry 
of the 25th ult., that ultra vires means beyond the 
authority given. An agent may be properly authorized to 
do certain things; in oon them he acts intro vires, 
that 18, within his authority, but 1f he does things 
beyond that limited authority, he acte ultra vires. The 
distinotion 1a important in the case of corporutione, 
which are generally incorporated to do certain kinda of 
business only. If the directors are given only a limited 
authority by the lawa and they exceed 1t, the stockholdere 
nay by resolution adopt their ultra vires sections on 
behalf of the company, but only 1f they are within the 


power which the corporation has taken on by ite act of 
incorporation. 


ae “- aa Yours faithfully, (126 words) 


Nm AG SL 
es LL RQ 
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Exerolae 55: Write these Letters in shorthand and 
gorreot by the Keya: 


Dear Miasa Swift: Words with the combination tet are 
usually written in full, The t'a should be separated by 
a vowel blign, Otherwise they would look like d's, 

Hore are sone exanples: tight agitate imitate rotate 
hesitate appetite cogitate potentate felicitate 
annotate oonnotate tightness .. Yours sincerely, 


Sey se 
etn ta. as 


Doar Mr. Keon: In Gases where t and d combinations run 
together, notloe carefully how the words are written: 
hesitated aptitude Amitated undated felicitated 
avitated cogitated lassitude promptitude latitude 
oititute iAinotitute ocoonstitute instituted 
constituted —. Yours very truly, 


= | ra 


Dear Andrew: Here are a few lines to illustrate the 
usefulness of the tel, th-1, d=-1 sign: metal medal 
methylated mutually ideals delicately delegated 
delightful delicious dealt tulip telltale deliver 
dolayed futile vitally indelible deliberately 

delta diligent delectable delineate deleterious 
deluge dilatory telegram telegraph telescope 

tiller tatal fatality mortal immortal . AA 


AAPA A SIL 
ALDDAANY ANALY 
SIAL IAS LO if aan, & 
[PO LR PTT 


Dear Miss Thring: Perhaps these few ideas will help 
you to see clearly the uses of th and of th-r: The 
theatre plans will soon be through and the threat of 
delay will disappear throughout the enterprise. We 
thought the opening might be sooner but now we think 
that the thrill of the opening day is not far off. 

There seems to be some thought of throwing the building 
Open @ week in advance. Sincerely yours, 


\ 
| 


OT x 





Exercise 56: Hyphens suggest Phrase Forms 


Dear Mr, Morse: 


t-was ve leasant to-me to-get a-letter from. 
the other day. Perhaps I-should have found it pleasanter 
4f I-had been able to decipher it. I-don't think 7 
mastered anything beyond the date (which I knew) and-the 
signature (at which I guessed). 


There's a singular and perpetual charm in-a-letter, 
of yours--it never grows old; it never loses its novelty, 
One can say to one's self every morning: "There's that 
letter of Morse's. I haven't read it yet. I-think [1] 
take another shy at it to-day, and maybe I-shall-pbe able 
in-the-course-of-a-few-days to meke out what he means 
those t's that look like w's, and those i's that haven} 
any eyebrows. | 

Other letters are read, and thrown away, and for- 
gotten; but yours are kept forever--unread. One 
of-them will last a reasonable man a lifetime.” 


Admiringly yours, 
"T,. B. Aldrich" 


6 pf L- VG Z— , Soe 


Exercise 57 THe RULES REVIBWED Work by Lines 
RULE 1: pearls 4~ barley i}? stork ~—1 marriage 9 
forks \ vero, warmer Cx shorter \L. ca / 
RULE 2: used Cy proador_/_ vacillate \o?”’ weighed | 
surveyed ~, tawart lo hostile dr traresvoute/f, 
RULE 3: bay oA aback Opre Brew | apt 7. pew / 
assert Qs anew oe ratepayer “7 drawback 


Lee? 
RULE 4: bilious VA mutually nettle L aotonca—y 
gender f engineers ( sautiouscr neatly, 7 


, 
RULE 5: whittle i supplementy”” elements —2—-—~ J 
remaining “~~? hoop lp 11lumination 67 ox 


RULE 6: hysteria Wa hiatus /) , aeronautics 


eh chameleon b Zereatiion atabolic/ 
RULE 7: hemisphere /A_Masculine 4/7 massacre ~f mosaic 
Pca 
semicircle 4 simplify 4 somewhat 


A words: atlas agate | awake ¢~ chains Ct crate} 
Ek words: edges Z eagerly Le erie “~” emptyo.., ears,“ 


I words: inky (’ Italy “7 staat eau” Suenos Co inner J 


Owords: opaque o” cross b_ oller scout pe 3 aie 


U and a an 
OO words: rural others cruel i” sigioo Weer 2) 


OCCUPATIONS actuary 1, accountant yy actor L 
baker of bookkeeper carpenter } i 
farmer LA guard [ historian investor judge 


keeper J laundress magistrate y, naturalist 


ceultst 7 pianist 7 receptionist — J. 
stenographer 7 surveyor ~~ 7/ teamster-~_~ 
L workman C 


usher ° \ vicar warder writer ~~ 
~39- 





Exercise 58: A SHORT VOCABULARY 
accumulate qo / administrator soministratrix a 
anxiety ( , anxious C _ assurance "N awkward 
pondholder prilliant prietiyd_, Capltalization 
atten. oveditor” clarification dangerously o" 
decentralization” ps devenblation economics 1 
economically VA employes VY onpi oy entinisi aie 
federal LY ferociously A, 7 furthermore Ul eee J 
gyroscope ody habitually  ) half od harmony iH Jn 
nortuontally/Zp 71gnorant ) Liluminate ~~ shourance 2 
inconclusive 7, joviality justification 


kinesthetic!“ lawlessness o~Y legality“, lengthwise 

lumriance “9 many —~y magnific ently“ mahogany 

nonconductor go northerner nutritious 4, narcotics 4 
a 

odoriferous O° optimi Bm — overproduction es 

participation L_, penicillin LY prompt “A. promptly, / 


proximity an~, Quarantine radilophone Pp reas aint oa. 
rearrangement rehabilitate Le. retractor 


secretarial senator 2) several ~\_ shipbuilder V 


gpacious “A _ synchronize g syntnetic-y% television 


testimonial theoretical transmitter — unanimous 


unanswerable cA unavoidable undetermined Ea 


untonism go unsatisfactory y yaciiiate\e” yaselineo? 


veterinarian " Vicissitudes vul AL 
| garity 
watchword by waterproof 6 wish q wrongfully A 
wrought + xy Lonhone Ap yardstick) ell” 
-4p- 


FRENCH SHORTHAND 


Ruseell Shorthand may be used for the Prench 
language and for other languages, particularly those 
that have an origin in Latin. Some spproximetione may 
be necessary, but no change is needed in the shorthand 
alphabet. The Abbreviating Principle, the Syllabic Signe, 
and some of the Speedsigne may be used. Other Speedsigne 
may be added. 


Orthographic as well as phonetic treatment is used 


in some combinations. The N signe are usually shown in 
nasal forms, and a few signs are made to do duty for hard 


and for soft sounds. 
To effect liaison an 5S must sometimes be added to a 
previous sign; thus 18,a Speedsign for “vyous" but in 


the expression "vous Stes" an S is added to the 
Speedsign and the reading becomes clearer. 


FRENCH ot AND PHRASES 
a o ala longue PA propos i aujourd’ mi Z 


aussitot que possible2_p avantage C ce — ces ~7 
chemin de fer \~c irconstance — compagnie lL. 


I 
compte courant yi conformément a vos desirs ~ 


conformément a vos instructions de— des— > 


elle oo en ? en moyenne i— en Tne a votre( 


du=~ est, et  faveur il ~~ ilya “.) 


impossible‘ 2 4’ accuse reception j'ai l‘honneur de Y 


je/ je ne sais pas l'assurance de ma consideration 

distinguee” 2 le / le mois courant —~ les _ 
a 

lettre onan ws y~ mes s7yp ne, nous ) 


nous avons recu oe 
Objet 7 opiiger Y) ou Y oui &@ VP mégarde re 


petit a petit 7 plus tot possible pour ainsi dire 


prends la liberté Lane 1 quelaue chose VL qui Lb 


_h}- 


hous avons l'honneur de 








sew ses 2 811 vous plait te — tes -, 
tot ou tarda, tout @ vous tout le monde_”~ © 
un 7 une 2 reiulies Sy votre obéissant serviteur 


votre Lo votre tout dévoud Lo vous Ne 


MOIS DE L'ANNEE 
janvier y fevrier mars ~~ avril \ mai 72 
juin juillet aout J septembre ‘7 
octobre a novembre Of decembre —~ 
JOURS DE LA SEMAINE 
cisenohe——" > lundi /2, mardi AW, TmTercredi .— 
jeudi vendredi samedi ““ “=> 
As in English, numbers should usually be written 
as figures: vingt-sept 27 soixante-dix-neuf 79 
vingt et unieme 21 deux tiers 2/3 
VOCABULAIRE 


a la jour J abandonne g accept&e | acquitter Lo 


approvisionnement Qwest azgeusement ( bouillon 


charge d'affaires/LAp carte blanche + comptable |! 


connaitre ie aétectoux——\ Equitable gendarme) 


hauteur o imnédiatementa———N juridiction 
1 agriculture T marchandises U/ memoir~—~ Monsieur 
rw 


Messieurs “29 négociable Q obligation VY ordinaireo) 
périodiquement 7 -™ proprietaire o regime 


sabotage savoir faire soiree A suretd No 
télégraphique 1} téte-a-téte = tulle SS valet\,” 
yalise vis-a-vis \ vogue la galere voila toute 


~42. 


CIRCULAIRE 
Monsieur: 


Nous prenons la liberte’ de vous addresser notre 
eirculaire pour vous prevenir que nous avons formdé une 
maison de commerce, sous la raison sociale de T. & E. 
Ennis. 


Nous sollicitons respectueusement la faveur de 
vos commandes. Nous nous flattons que par la con- 
naissance des affaires en général et par nos liaisons 
étendues, nous pouvons offrir de grands avantages & nos 
correspondants. Nous tacherons, par une attention 
serupuleuse de leurs intéréts, de meriter leur confiance. 


Recevez nos salutations anpreneses. (80 words) 
oIk _ / \~s 

Se b NS ae & lakes 
Loved fF 7 AS A~r-~ AGG x 
pire _ © 2 ete Pa 
2 AY QU ae e C ‘ dy, x / ef rw 
ee al ne ye own <: 


CIRCULAR 
Sir: 


Having this day formed a mercantile establishment 
under the firm T. & E. Ennis, we take the liberty of 
waiting upon you with our circular, and of requesting 
the favour of your orders. 


We flatter ourselves that our general knowledge of 
business and extensive connections will offer peculiar 
advantage to our correspondents; and by a strict atten- 
tion to their interest, we will endeavour to merit 
their confidence. 


We remain, Gentlemen, 


Yours respectfully, (75 words) 
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